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o; kf7\oqmd of]hgfnfO{ b'O{ r/0fdf ljefhg ul/Psf] 5 M  

k|yd r/0f M—  lnlvt k/LIff (Written Examination)   k"0ff{Í M— @)) 

låtLo r/0f M-    -s_  k|of]ufTds k/LIff (Practical Examination)  k"0ff{Í M— %) 

             -v_ cGtjf{tf{ (Interview)    k"0ff{Í M— #) 

k/LIff of]hgf (Examination Scheme) 

k|yd r/0f M lnlvt k/LIff (Written Examination)                                                         k"0ff{Í M—  @)) 

kq  ljifo k"0ff{Í ptL{0ff{Í k/LIff k|0ffnL k|Zg;+Vof ×cÍ ;do 

k|yd 

;fdfGo 1fg 

/ ;fj{hlgs Joj:yfkg 

(General Awareness 

& Public 

Management) 
100 40 j:t'ut 

(Objective) 

ax'j}slNks k|Zg 

(MCQs) 

@) k|Zg @ cÍ 

$% 

ldg]6 

;]jf ;DalGwt sfo{–1fg 

(Job Based -

knowledge) 
#) k|Zg @ cÍ 

låtLo 

;]jf ;DalGwt sfo{–1fg 

(Job Based -

knowledge) 
100 40 ljifout 

(Subjective) 

5f]6f] pQ/ 

(Short Answer) 

nfdf] pQ/ 

(Long Answer) 

!@ k|Zg × % cÍ 

 

$ k|Zg ×!) cÍ 

@ 306f 

!% 

ldg]6              

låtLo r/0f M k|of]ufTds k/LIff  / cGtjf{tf{ (Practical Examination & Interview)             k"0ff{Í M—  *) 

kq ÷ljifo k"0ff{Í ptL{0ff{Í k/LIff k|0ffnL ;do 

k|of]ufTds k/LIff (Practical 

Examination)  
50 25 

k|of]ufTds (Practical) 

% k|Zg  !) cÍ 

! 306f  

 

cGtjf{tf{ (Interview) 30  df}lvs (Oral)  

 

b|i6Jo M 

1. of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / låtLo r/0f u/L b'O{ r/0fdf ljefhg ul/Psf] 5 .  

2. lnlvt k/LIffsf] k|Zgkqsf] dfWod efiff kf7\oqmdsf] ljifoj:t' h'g efiffdf lbOPsf] 5 ;f]xL efiffsf] 

cfwf/df g]kfnL jf c+u|]hL dWo] s'g} Ps dfq efiff x'g]5 . t/ ljifoj:t'nfO{ :ki6 ug'{kg]{ cj:yfdf b'j} 

efiff ;d]t k|of]u ;lsg] 5 .  

3. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  

4. k|yd kq / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 . t/ Ps}lbgdf k/LIff lnOg]5 .     

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgsf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/x? (Capital letters): A, B, 

C, D df n]Vg'kg]{5 . ;fgf] cIf/x¿ (Small letters): a, b, c, d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP 

;a} pQ/k'l:tsf /2 x'g]5 .  

7. ax'j}slNks k|Zg x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

8. ljifout k|Zgx?sf] xsdf tf]lsPsf] c+ssf] Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{eGbf a9L efu 

(Two or more parts of a single question) jf Pp6f k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx¿ (Short 

notes) ;f]Wg ;lsg] 5 .  

9. ljifout k|Zg x'g]sf xsdf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ . kl/IffyL{n] k|To]s 

v08sf k|Zgsf] pQ/ ;f]xLv08sf] pQ/k'l:tsfdf n]Vg'kg]{5 . 
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10. k/LIffdf ;f]lwg] k|Zg;+Vof, cª\s / cª\sef/ oyf;Dej ;DalGwt kq÷ljifodf lbOP cg';f/ x'g]5 . 

11. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf 

sfg"g, P]g, lgod tyf gLltx¿ k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf ;+zf]wg eO{ 

x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg''' kb{5 . 

12. k|yd r/0fsf] k/LIffaf6 5gf]6 ePsf pDd]bjf/nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

13. o; eGbf cufl8 nfu" ePsf] dfly pNn]lvt ;]jf, ;d"xsf] kf7\oqmd vf/]h ul/Psf] 5 .  

14. kf7\oqmd nfu" ldlt M – @)*)÷!)÷@@ 
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k|yd kq (Paper I) :-   

;fdfGo 1fg / ;fj{hlgs Joj:yfkg tyf ;]jf ;DalGwt sfo{–1fg 

efu (Part I ) : 

;fdfGo 1fg / ;fj{hlgs Joj:yfkg 

(General Awareness and Public Management) 

v08 (Section - A) : -!) k|Zg @ cÍ = @) cª\s_  

1. ;fdfGo 1fg  (General Awareness) 

1.1 g]kfnsf] ef}uf]lns cj:yf, k|fs[lts ;|f]t / ;fwgx¿  

1.2 g]kfnsf] P]ltxfl;s, ;f+:s[lts / ;fdflhs cj:yf ;DjGwL hfgsf/L 

1.3 g]kfnsf] cfly{s cj:yf / rfn' cfjlBs of]hgf ;DjGwL hfgsf/L 

1.4 h}ljs ljljwtf, lbuf] ljsf;, jftfj/0f, k|b'if0f, hnjfo' kl/jt{g / hg;+Vof Joj:yfkg 

1.5 dfgj hLjgdf k|ToIf k|efj kfg]{ lj1fg / k|ljlwsf dxTjk"0f{ pknlAwx¿  

1.6 hg:jf:Yo, /f]u, vfB / kf]if0f ;DaGwL ;fdfGo hfgsf/L  

1.7 g]kfnsf] ;+ljwfg -efu ! b]lv % ;Dd / cg';"rLx¿_ 

1.8 ;+o'Qm /fi6«;+3 / o;sf ljlzi6Ls[t ;+:yf ;DjGwL hfgsf/L 

1.9 If]qLo ;+u7g -;fs{, lad:6]s, cfl;ofg / o'/f]lkog ;+3_ ;DjGwL hfgsf/L 

1.10 /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos ultljlwx¿ 

v08 (Section - B) : -!) k|Zg @ cÍ = @) cª\s_ 

2. ;fj{hlgs Joj:yfkg (Public Management) 

2.1 sfof{no Joj:yfkg (Office Management)  

2.1.1 sfof{no (Office) : kl/ro, dxTj, sfo{ / k|sf/    

2.1.2 ;xfos sd{rf/Lsf sfo{ / u'0fx?  

2.1.3 sfof{no ;|f]t ;fwg (Office Resources): kl/ro / k|sf/  

2.1.4 sfof{nodf ;~rf/sf] dxTj, lsl;d / ;fwg 

2.1.5 sfof{no sfo{ljlw (Office Procedure) :  kq Jojxf/ (Correspondence), btf{ / 

rnfgL (Registration & Dispatch), kmfOlnª (Filing), kl/kq (Circular), tf]s 

cfb]z (Order), l6Kk0fL n]vg / l6Kk0fL tof/ kfbf{ Wofg lbg'kg]{ s'/fx¿  

2.1.6 clen]v Joj:yfkg (Record Management) 

2.2 lghfdtL ;]jf P]g / lgodfjnLdf ePsf b]xfosf Joj:yfx¿ 

2.2.1 lghfdtL ;]jfsf] u7g, ;+u7g ;+/rgf, kbk"lt{ ug]{ tl/sf / k|lqmofx¿   

2.2.2 sd{rf/Lsf] lgo'lQm, ;?jf, a9'jf, labf, ljefuLo ;hfo / cjsfz  

2.2.3 sd{rf/Ln] kfng ug'{kg]{ cfr/0f, g}lts bfloTj / st{Jox¿  

2.3 ;+3Lo dfldnf tyf ;fdfGo k|zf;g dGqfno ;DaGwL hfgsf/L 

2.4 ;+j}wflgs lgsfo ;DaGwL hfgsf/L 

2.5 ;/sf/L ah]6, n]vf / n]vfk/LIf0f k|0ffnL ;DaGwL ;fdfGo hfgsf/L 

2.6 ;fj{hlgs ;]jf k|jfxsf] cy{, ;]jf k|jfx ug]{ lgsfo, tl/sf / dfWodx¿  

2.7 dfgj clwsf/, ;'zf;g / ;"rgfsf] xs ;DjGwL ;fdfGo  hfgsf/L 

2.8 ;fj{hlgs a8fkq (Public Charter) 

2.9 Joj:yfkgsf] cjwf/0ff tyf ;fj{hlgs Joj:yfkgdf lgb]{zg, lgoGq0f, ;dGjo, lg0f{o k|lqmof, 

pTk|]/0ff / g]t[Tj ;DjGwL hfgsf/L 

2.10 dfgjLo d"No dfGotf (Human Values), gful/s st{Jo / bfloTj tyf cg'zf;g   
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efu (Part II ) :-   

;]jf ;DalGwt sfo{–1fg (Job Based - Knowledge)  

 -#) k|Zg @ cÍ = ^) cª\s_  

 

1. Basic Electricity 

1.1. Current, Voltage, Resistance, Ohm’s law 

1.2. Electric Circuit 

1.3. Single phase and Three phase AC line 

1.4. Types and Uses of  transformer 

1.5. Voltmeter, Ammeter, Multimeter and Phase Tester 
 

2. Basic Electronics 

2.1. Introduction and Uses of Resister, Capacitor, Inductor, Diode, Transistor, 

Semiconductor 

2.2. Fundamental Knowledge of : Integrated Circuit (IC), Micro controller Unit (MCU), 

Analog to Digital Converter (ADC), Digital to Analog Converter (DAC) 
 

3. Digital Logic System 

3.1. Number Systems  

3.2. Logic Gates 

3.3. Basic Concept of Registers and Counters 

 
 

4. Transmission Media    

4.1. Types of Audio and Video Cable 

4.2. Twisted pair cable, Coaxial cable, Fiber optics, Network cable, Dark fiber 

4.3. Types of Connector (BNC, phono, RCA, XLR, EP Jack) 

4.4. Network Cable Tester 
 

5. Fundamental of Sound System 

5.1. Source and Propagation 

5.2. Sound Wave and its characteristics (Reverberation, Echo, Dispersion) 

5.3. Wave Length, Amplitude, Frequency, Speed, Pitch, Loudness,  

5.4. Listening and Judgment of Sound 

5.5. Noises: Sources, Effects and Reduction  

5.6. Audio Enhancement, Speaker, Headphone 
 

6. Microphone   

6.1. Introduction, Principle and Types of Microphone 

6.2. Positioning of Microphone 

6.3. Polarity Pattern and Phantom Power 

6.4. Microphone Parameters and Features (Directivity, Sensitivity) 

6.5. Handling Microphones 
 

7. Recording and Mixing System  

7.1. Analog and Digital recording  

7.2. Recording Techniques  

7.3. Audio and Video recording system 

7.4. Audio Mixture  

7.5. Different Audio Formats in Sound Recording 

7.6. Storage of Sound Files/Track 

https://www.electronics-notes.com/articles/audio-video/microphones/microphone-directionality-patterns-omni-cardioid.php
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7.7. Limitter, Compressor and Equlilizor 

7.8. Basic concept of Patch bay, Prefade Listen, audition, Audio Level in dB 
 

8. Computer Fundamentals 

8.1. Digital Computer (ALU, CPU, Memory) 

8.2. Generation of Computer and Software 

8.3. Types of Software 

8.4. Disk Operating System (DOS), Word Processing, Spreadsheet, Powerpoint 

8.5. Accessories and Multimedia 

8.6. Internet and Email, Search Engine 

8.7. Virus and Antivirus 
 

9. Multimedia Software 

9.1. Basic Knowledge of Recording Software 

9.2. Mixing Software 

9.3. Media player 

9.4. Multimedia Production Suite 

9.5. Editor's Tools- Photo, Audio 
  

10. Power Backup System 

10.1. Switch Mode Power Supplies (SMPS) 

10.2. Uninterrupted Power Supplies (UPS)  

10.3. Voltage Regulators and Stabilizer  

10.4. Solar Charge Controller 

10.5. Generator: Introduction and Principle 
 

11. Safety Management 

11.1. Electric Shock Hazards 

11.2. Earthing and Shielding Techniques for Electrical and Electronics Equipment 

11.3. Lightning Protection 

11.4. Fire Hazards and Fire-Fighting Techniques 

11.5. Fuses  

11.6. Fire, Arcs and Explosions 

11.7. First Aid 
 

12. g]kfnsf] ;+;bLo Joj:yf ;DjGwL hfgsf/L 

12.1. g]kfndf ;+;bLo Joj:yfsf] Oltxf;  

12.2. g]kfnsf] ;+3Lo ;+;bM k|ltlglw ;ef tyf /fli6«o ;ef ;DjGwL hfgsf/L 

12.3. ;+;bLo ;ldlt tyf ltgsf sfo{x?  

12.4. ;+3Lo ;+;b ;lrjfno ;DaGwL P]g / lgodfjnLx? 

12.5. ljB'tLo -On]S6«f]lgS;_ sf/f]af/ P]g, @)^# 

12.6. ;"rgf tyf ;~rf/ k|ljlw gLlt, @)&@ 

12.7. k|ltlnlk clwsf/ P]g, @)%( 
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k|yd kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx¿ ;f]lwg] 5 . 

k|yd kq -j:t'ut_ 

efu v08 ljifoa:t' k/LIff k|0ffnL cÍef/ k|Zg ;+Vof ×  cÍ 

I 

(A) 
;fdfGo 1fg  

(General Awareness)  

ax'j}slNks 

k|Zg (MCQs) 

@) !) k|Zg × @ cÍ = @) 

(B) 
;fj{hlgs Joj:yfkg 

(Public Management) 
@) !) k|Zg × @ cÍ = @) 

II - 
;]jf ;DalGwt sfo{–1fg 

(Job Based -knowledge) 
^) #) k|Zg × @ cÍ = ^) 

 

k|yd kqsf] efu (Part II) ;]jf ;DalGwt sfo{–1fg (Job based -knowledge) sf] kf7\oqmdsf OsfO{af6 

k/LIffdf oyf;Dej b]xfo adf]lhd k|Zgx¿ ;f]lwg] 5 .  

 

OsfO{ 1 2 3 4 5 6 7 8 9 10 11 12 

k|Zg ;+Vof 3 3 3 3 3 2 2 2 2 2 2 3 
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låtLo kq (Paper II) :-  

;]jf ;DalGwt sfo{–1fg (Job -knowledge)  

v08 (Section) (A) : - %) cª\s 

1. Basic Electricity 

1.1. Current, Voltage, Resistance, Ohm’s law 

1.2. Electric Circuit 

1.3. Single phase and Three phase AC line 

1.4. Types and Uses of  transformer 

1.5. Voltmeter, Ammeter, Multimeter and Phase Tester 
 

2. Basic Electronics 

2.1. Introduction and Uses of Resister, Capacitor, Inductor, Diode, Transistor, 

Semiconductor 

2.2. Fundamental Knowledge of : Integrated Circuit (IC), Micro controller Unit (MCU), 

Analog to Digital Converter (ADC), Digital to Analog Converter (DAC) 
 

 

3. Digital Logic System 

3.1. Number Systems  

3.2. Logic Gates 

3.3. Basic Concept of Registers and Counters 
 

4. Transmission Media    

4.1. Types of Audio and Video Cable 

4.2. Twisted pair cable, Coaxial cable, Fiber optics, Network cable, Dark fiber 

4.3. Types of Connector (BNC, phono, RCA, XLR, EP Jack) 

4.4. Network Cable Tester 
 

5. Fundamental of Sound System 

5.1. Source and Propagation 

5.2. Sound Wave and its characteristics (Reverberation, Echo, Dispersion) 

5.3. Wave Length, Amplitude, Frequency, Speed, Pitch, Loudness,  

5.4. Listening and Judgment of Sound 

5.5. Noises: Sources, Effects and Reduction  

5.6. Audio Enhancement, Speaker, Headphone 
 

6. Microphone 

6.1. Introduction, Principle and Types of Microphone 

6.2. Positioning of Microphone 

6.3. Polarity Pattern and Phantom Power 

6.4. Microphone Parameters and Features (Directivity, Sensitivity) 

6.5. Handling Microphones 

 

v08 (Section) (B) : - %) cª\s 

7. Recording and Mixing System 

7.1. Analog and Digital recording  

7.2. Recording Techniques  

7.3. Audio and Video recording system 

7.4. Audio Mixture  

7.5. Different Audio Formats in Sound Recording 

7.6. Storage of Sound Files/Track 

https://www.electronics-notes.com/articles/audio-video/microphones/microphone-directionality-patterns-omni-cardioid.php
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7.7. Limitter, Compressor and Equlilizor 

7.8. Basic concept of Patch bay, Prefade Listen, audition, Audio Level in dB 
 

8. Computer Fundamentals 

8.1. Digital Computer (ALU, CPU, Memory) 

8.2. Generation of Computer and Software 

8.3. Types of Software 

8.4. Disk Operating System (DOS), Word Processing, Spreadsheet, Powerpoint 

8.5. Accessories and Multimedia 

8.6. Internet and Email, Search Engine 

8.7. Virus and Antivirus 
 

9. Multimedia Software 

9.1. Basic Knowledge of Recording Software 

9.2. Mixing Software 

9.3. Media player 

9.4. Multimedia Production Suite 

9.5. Editor's Tools- Photo, Audio 
  

10. Power Backup System 

10.1. Switch Mode Power Supplies (SMPS) 

10.2. Uninterrupted Power Supplies (UPS)  

10.3. Voltage Regulators and Stabilizer  

10.4. Solar Charge Controller 

10.5. Generator: Introduction and Principle 
 

11. Safety Management 

11.1. Electric Shock Hazards 

11.2. Earthing and Shielding Techniques for Electrical and Electronics Equipment 

11.3. Lightning Protection 

11.4. Fire Hazards and Fire-Fighting Techniques 

11.5. Fuses  

11.6. Fire, Arcs and Explosions 

11.7. First Aid 

 

låtLo kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx? ;f]lwg]5 . 

låtLo kq -ljifout_ 

kq ljifo v08 cÍef/ 5f]6f] pQ/ nfdf] pQ/ 

låtLo 

;]jf ;DalGwt sfo{–1fg  

(Job Based-

Knowledge) 

(A) %) ^ k|Zg × % cÍ = #) @ k|Zg × !) cÍ = @) 

(B) %) ^ k|Zg × % cÍ = #) @ k|Zg × !) cÍ = @) 
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k|of]ufTds k/LIffsf] kf7\oqmd 

dfOs ;~rfns kbsf] nflu 

1. Transmission Media    

1.1. Types of Audio and Video Cable 

1.2. Twisted pair cable, Coaxial cable, Fiber optics, Network cable, Dark fiber 

1.3. Types of Connector (BNC, phono, RCA, XLR, EP Jack) 

1.4. Network Cable Tester 
 

2. Microphone  

2.1. Introduction, Principle and Types of Microphone 

2.2. Positioning of Microphone 

2.3. Polarity Pattern and Phantom Power 

2.4. Microphone Parameters and Features (Directivity, Sensitivity) 

2.5. Handling Microphones 

 

 

 

 

k|of]ufTds k/LIffsf] kf7\oqmd 

/]sl8{Ë ck/]6/ kbsf] nflu 

1. Transmission Media    

1.1. Types of Audio and Video Cable 

1.2. Twisted pair cable, Coaxial cable, Fiber optics, Network cable, Dark fiber 

1.3. Types of Connector (BNC, phono, RCA, XLR, EP Jack) 

1.4. Network Cable Tester 
 

2. Recording and Mixing System 

2.1. Analog and Digital recording  

2.2. Recording Techniques  

2.3. Audio and Video recording system 

2.4. Audio Mixture  

2.5. Different Audio Formats in Sound Recording 

2.6. Storage of Sound Files/Track 

2.7. Limitter, Compressor and Equlilizor 

2.8. Basic concept of Patch bay, Prefade Listen, audition, Audio Level in dB 

https://www.electronics-notes.com/articles/audio-video/microphones/microphone-directionality-patterns-omni-cardioid.php

